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Manage Clients List 

Manage Client List is a function within imMTrax that 
allows a site to create and manage one or more client 

lists.  Once the client list is created the site will be able to 
generate various client reports on everyone in their list 

with one total output. 
 

Example:   A list with 25 clients can be used to run 25 School Entry Forms.  
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Manage Clients List 

From the 
left-side 
navigation 
options, 
locate 
Manage 
Clients List 



Create a New List 

Enter the client list name into the New List Name field and Save.  

Client Lists are site-specific and will be able to managed by any 
imMTrax user at your location.  



Adding Clients to a List 

Using the search clients* option, search for the client.   
 
Note:  Only clients with an existing imMTrax record can be added to lists.   



Adding Clients to a List 

If more than one result is produced from the search criteria 
used, select the blue hyperlinked name of the intended client.  

Only clients records 
with consent given 
may be added to a 
list. 



Adding Clients to a List 

Under Add this Client to a Report List, use the dropdown to 
choose the list.  Click the Add button. 



Adding Clients to a List 

Once added successfully to a list, that specific list will no longer 
be available to choose on the dropdown list.  



Manage a Client List 

Under manage list, click the blue hyperlinked name of the list to manage. 



Manage a Client List 

Output 
Options 

Client 
List 

Hyperlinked last name navigates the user to the 
Record Immunization screen* 
  
*Only available to users who have access to enter immunizations 



Output Options 

Client Listing-  Displays the name and date of birth for each client on the list. 



Output Options 

Client Immunization History List-  Displays the name, date of birth, and 
immunization history for each client on the list.   

Refresh until file is fully generated.  
Click the blue hyperlink for output 
results. 



Output Options 

Immunization Due-  Displays the name, date of birth, and all immunization 
information for immunizations due for each client on the list. 

Choose output 
setting to include 
all or selected 
vaccine groups. 

Refresh until file 
is fully generated.  
Click the blue 
hyperlink for 
output results. 



Output Options 

Immunization Due-  Displays the name, date of birth, and all immunization 
information for immunizations due for each client on the list. 



Output Options 

School Entry Form-  Displays the name, date of birth, and all immunization 
information for immunizations due for each client on the list. 



Manage a Client List 

To delete clients from the list check the Delete check box next 
to the client’s last name. Click Save. 



Manage a Client List 

To delete a list that is no longer needed click the Delete button 
designated for that list.  



Questions? 
Michelle Funchess 

IIS Training and Support 
mfunchess@mt.gov 

(406) 444-2969 
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